State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Office Assistant (Typist) Permanent Intermittent 0601-1379-900 50024596 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant DMS/Administrative Unit
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
RO1

RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION

[ Supervisory [] Lead Person Victoria Whipkey Administrative Officer
APPROVED BY (Personnel Analyst's Name) DATE
BG 08/24/11

Pe_rl_(i:;enrg of Activity

POSITION SUMMARY
Under general supervision of the Administrative Officer Il, incumbent performs various support
staff functions for assigned organizations within the Division of Management Services (DMS).

ESSENTIAL FUNCTIONS

This position requires establishing good working relationships and working cooperatively with
coworkers, program staff, and various levels of Department of Water Resources' supervisors and
managers; maintaining regular, consistent, predictable attendance; and maintaining high ethical
standards. Must possess the capability and willingness to consistently exercise initiative and
assume delegated responsibilities.

DESCRIPTION OF DUTIES

25% Review correspondence for staff in assigned organizations within DMS and arranges in order of
priority. Assists in preparing final documents by reviewing for conformance to departmental and
office standards and by coordinating typing, reproduction, and distribution within established
criteria. May respond directly to less complex, routine issues. Responsible for the proper routing
of all correspondence to Executive staff and other offices. Logs in electronic tracking sheet and
distributes controlled mail.

25% Serve as receptionist for the Facilities, Transportation, and Property Office by answering,
screening, and referring incoming calls for the Chief and staff to provide customer service.

Screen a variety of visitors, including Department employees (for example, DWR program staff,
DWR 4194 requestors) State agency officials, contractors under contract to DWR, and the public to
ensure they are directed to the appropriate staff.

Schedule regular ongoing staff meetings, individual one on one's, and DGS meetings on behalf of
the Office Chief. Maintains the Chief's calendar. Prepare meeting agendas and provide copies for
the meetings. Attend bi-weekly staff meetings and other meetings as necessary.

SUPERVISOR'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Victoria Whipkey >
EMPLOYEE'S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Office Assistant (Typist) Permanent Intermittent 0601-1379-900 50024596 1
APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION
Vacant DMS/Administrative Unit
Pe_rl_?ﬁlrg of Activity
15% Serve as timekeeper for assigned organizations within DMS staff by interpreting and accurately

applying timekeeper rules and policies, and providing guidance to staff members. Review staff
absence requests and weekly attendance documents for accuracy before submitting to Managers
or Supervisors for approval. Send out weekly e-mail reminders to staff to enter time in ESS/SAP*.
With instruction from the Manager or Supervisor, enter employees time who are out of the office
and unable to do so. Runs time entry reports in SAP* weekly to ensure all time has been entered
and approved. Resolve time discrepancies with staff and/or Personnel Specialist. Maintain
timekeeping documents in files, including Absence Request Forms, and purge as instructed by
timekeeping rules or instructions by Office Chief. Generate SAP* reports on past time usage for
the Chief to use in budgeting for future fiscal years.

10% Coordinate the annual Appraisal and Development process for assigned organizations within DMS.
Provide staff with the needed A&D documents and instructions and notify them of the due date to
the Chief. Locate sources for training requested by staff. Assemble completed documents for the
Chief's review, including training histories, and schedule meetings for the Chief to discuss
performance appraisal with each staff person. Handle all paperwork and SAP* entries for the A&D
process, enroll all office staff into training classes, and prepare all necessary paperwork following
the completion of each training class. Attend Training Coordinator training and workshops to keep
up-to-date on policies and procedures. Record confirmed training classes on the Chief's calendar
and send notification to staff.

10% Maintains office supplies and prepares requisition for special items as requested in SAP in
assigned organizations within DMS. Operate office copiers and fax machines and provide
assistance to staff when necessary. Also arrange for the repair of the copy and fax machines and
maintain repair records.

5% Make all travel arrangements and reservations, and prepare all appropriate travel documents, and
handle all travel details for staff in assigned organizations within DMS. Make copies of travel
expense claims approved by the Chief and route appropriately for signature and payment. Maintain
knowledge of travel rules and requirements and advise office staff of correct procedures and any
changes that occur.

5% Schedule interview appointments, for Manager or Supervisors in assigned organizations within
DMS, using Outlook, prepare interview packages, greet candidates and escort them to interview
locations, prepare letters to applicants not interviewed or selected for signature, and compile
interview documentation to be filed in Personnel.

5% Serve as backup to other DMS' Support Staff and assist supervisors within Division with clerical
tasks on an occasional basis.
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Office Assistant (Typist) Permanent Intermittent 0601-1379-900 50024596 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant DMS/Administrative Unit

Pe_rl_ci:r%rét of Activity

KNOWLEDGE, SKILLS AND ABILITIES
Proficiency in the use of a personal computer, using the standard Microsoft Office suite of
software, and electronic data processing systems will be required to complete many of the duties.

Ability to:

-understand, learn, and proficiently use electronic data processing systems and operate various
office machines;

-read, understand, and follow written instructions and procedures;

-understand and follow verbal instruction;

-gain and maintain the confidence and cooperation of those contacted during the course of work;
-exercise good judgement in dealing with job-related issues

-perform clerical work, including ability to spell correctly, use good English, and calculate
solutions to mathematical problems involving addition, subtraction, multiplication, and division.

Skills to:

-interact with various levels of staff and management in a professional and courteous manner;
-interpret and apply policies and procedures used in the course of work, such as the DWR
Correspondence Manual, DWR training rules and guidelines, and DWR Timekeepers Manual;
-use Outlook calendaring software to schedule and update meetings.

SPECIAL PERSONAL CHARACTERISTICS
Interest in facilities management, leasing, maintenance and property inventory is desired.
Willingness and ability to learn new tasks and demonstrated capacity for development.

PERSONAL CONTACTS
Interaction with miscellaneous staff and managers within DWR including requestors for service,
Administrative Officers, DGS Building Managers and DGS maintenance staff.

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS
Must have ability to juggle multiple priorities, meet short turnaround times when necessary, and
handle varying and sometimes large workload volumes.

Must be able to work productively in a demanding environment while maintaining a calm,
professional demeanor.

*The Department of Water Resources uses the enterprise system SAP-Systems, Applications, and
Products in Data Processing-that electronically integrates all areas of the organization such as
financials, human resources, purchasing/contracting, inventory/warehousing, etc.
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	CRBU: Off
	Confidential Related: 
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	Rank and File: R01
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	IMMEDIATE SUPERVISOR: Victoria Whipkey
	SUPERVISOR'S CLASS: Administrative Officer
	personnel analyst: BG
	personnel date: 08/24/11
	PERCENT OF TIME: 
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	activity: POSITION SUMMARY
Under general supervision of the Administrative Officer II, incumbent performs various support staff functions for assigned organizations within the Division of Management Services (DMS).  

ESSENTIAL FUNCTIONS
This position requires establishing good working relationships and working cooperatively with coworkers, program staff, and various levels of Department of Water Resources' supervisors and managers; maintaining regular, consistent, predictable attendance; and maintaining high ethical standards.  Must possess the capability and willingness to consistently exercise initiative and assume delegated responsibilities.

DESCRIPTION OF DUTIES
Review correspondence for staff in assigned organizations within DMS and arranges in order of priority.  Assists in preparing final documents by reviewing for conformance to departmental and office standards and by coordinating typing, reproduction, and distribution within established criteria.  May respond directly to less complex, routine issues.  Responsible for the proper routing of all correspondence to Executive staff and other offices.  Logs in electronic tracking sheet and distributes controlled mail.  

Serve as receptionist for the Facilities, Transportation, and Property Office by answering, screening, and referring incoming calls for the Chief and staff to provide customer service.  

Screen a variety of visitors, including Department employees (for example, DWR program staff, DWR 4194 requestors) State agency officials, contractors under contract to DWR, and the public to ensure they are directed to the appropriate staff.  

Schedule regular ongoing staff meetings, individual one on one's, and DGS meetings on behalf of the Office Chief.  Maintains the Chief's calendar.  Prepare meeting agendas and provide copies for the meetings.  Attend bi-weekly staff meetings and other meetings as necessary.
	classification: Office Assistant (Typist) Permanent Intermittent
	appointee: Vacant
	dwr position number: 0601-1379-900
	sap personnel no: 
	sap position number: 50024596
	division: DMS/Administrative Unit
	mcr: 1
	percent2: 15%
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	activity2: Serve as timekeeper for assigned organizations within DMS staff by interpreting and accurately applying timekeeper rules and policies, and providing guidance to staff members.  Review staff absence requests and weekly attendance documents for accuracy before submitting to Managers or Supervisors for approval.  Send out weekly e-mail reminders to staff to enter time in ESS/SAP*.  With instruction from the Manager or Supervisor, enter employees time who are out of the office and unable to do so.  Runs time entry reports in SAP* weekly to ensure all time has been entered and approved.  Resolve time discrepancies with staff and/or Personnel Specialist.  Maintain timekeeping documents in files, including Absence Request Forms, and purge as instructed by timekeeping rules or instructions by Office Chief.  Generate SAP* reports on past time usage for the Chief to use in budgeting for future fiscal years.

Coordinate the annual Appraisal and Development process for assigned organizations within DMS.   Provide staff with the needed A&D documents and instructions and notify them of the due date to the Chief.  Locate sources for training requested by staff.  Assemble completed documents for the Chief's review, including training histories, and schedule meetings for the Chief to discuss performance appraisal with each staff person.  Handle all paperwork and SAP* entries for the A&D process, enroll all office staff into training classes, and prepare all necessary paperwork following the completion of each training class.  Attend Training Coordinator training and workshops to keep up-to-date on policies and procedures.  Record confirmed training classes on the Chief's calendar and send notification to staff.

Maintains office supplies and prepares requisition for special items as requested in SAP in assigned organizations within DMS.  Operate office copiers and fax machines and provide assistance to staff when necessary.  Also arrange for the repair of the copy and fax machines and maintain repair records. 

Make all travel arrangements and reservations, and prepare all appropriate travel documents, and handle all travel details for staff in assigned organizations within DMS.  Make copies of travel expense claims approved by the Chief and route appropriately for signature and payment.  Maintain knowledge of travel rules and requirements and advise office staff of correct procedures and any changes that occur.

Schedule interview appointments, for Manager or Supervisors in assigned organizations within DMS, using Outlook, prepare interview packages, greet candidates and escort them to interview locations, prepare letters to applicants not interviewed or selected for signature, and compile interview documentation to be filed in Personnel.

Serve as backup to other DMS' Support Staff and assist supervisors within Division with clerical tasks on an occasional basis. 
	percent 3: 
	activity3: KNOWLEDGE, SKILLS AND ABILITIES
Proficiency in the use of a personal computer, using the standard Microsoft Office suite of software, and electronic data processing systems will be required to complete many of the duties.

Ability to:
-understand, learn, and proficiently use electronic data processing systems and operate various office machines;
-read, understand, and follow written instructions and procedures;
-understand and follow verbal instruction;
-gain and maintain the confidence and cooperation of those contacted during the course of work;
-exercise good judgement in dealing with job-related issues
-perform clerical work, including ability to spell correctly, use good English, and calculate 
solutions to mathematical problems involving addition, subtraction, multiplication, and division.

Skills to:
-interact with various levels of staff and management in a professional and courteous manner;
-interpret and apply policies and procedures used in the course of work, such as the DWR Correspondence Manual, DWR training rules and guidelines, and DWR Timekeepers Manual;
-use Outlook calendaring software to schedule and update meetings.

SPECIAL PERSONAL CHARACTERISTICS
Interest in facilities management, leasing, maintenance and property inventory is desired.  Willingness and ability to learn new tasks and demonstrated capacity for development.

PERSONAL CONTACTS
Interaction with miscellaneous staff and managers within DWR including requestors for service, Administrative Officers, DGS Building Managers and DGS maintenance staff. 

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS
Must have ability to juggle multiple priorities, meet short turnaround times when necessary, and handle varying and sometimes large workload volumes.

Must be able to work productively in a demanding environment while maintaining a calm, professional demeanor.

*The Department of Water Resources uses the enterprise system SAP-Systems, Applications, and Products in Data Processing-that electronically integrates all areas of the organization such as financials, human resources, purchasing/contracting, inventory/warehousing, etc.  
	supervisor name: Victoria Whipkey
	employee name: 


